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PURPOSE:

To provide a fomal policy and instructions for preparing letters of appreciation
to the Department's retirees.

POLICY:
1t shall he the policy of the Department that all persons retiring fram State

service shall receive a letter of appreciation signed by the Cammissioner.

D1STRIBUTION:

|
i
[
All Policy & Procedures Marual Holders. i
|
PROCEDURE : :
when regional personnel offices are notified of an employees intent to retire, !
they shall notify the employee's supervisor to prepare a draft letter highlight- |
ing the employee's contributions to State service and the Department. The imme-
diate supervisor shall prepare the draft letter, consulting with the employee's i
division Director and Deputy Cammissioner, and forward it to the regional person—
nel office. The regional personnel office will review and forward the draft
i letter to the department personnel office two weeks prior to the official retire- |,
ment date. The department personnel office will prepare the letter in final fomm, .
secure the Cammissioner's signature, and return the letter of appreciation to the
region for presentation by the Deputy Commissioner.
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